11/14/2012

Office of Information Practices

UIPA Record Request Log

/‘*

ey
L 8 ’
Hawaii’s Public Records Law
Chapter 92F, HRS '

"!'

UIPA Log Instructions,
Frequently Asked Questions,

m visit OIP’s website hawaii.gov/oip

m click on Laws/Rules/Opinions,
then the UIPA page:

http://hawaii.gov/oip/uipa.html

m The Excel spreadsheet has pop-up
instructions ... just mouse over

the column heading. ‘




( Hawaii’s Public Records Law
YO
A '\\
HRS § 92F-18 requires each agency to:

m  Inform employees of the UIPA’s
requirements

Compile a report using forms
prescribed by OIP

Ensure that the information remains
accurate and complete

Benefits! ... the UIPA Log
helps an agency to:

B Track its written requests for records
& the agency’s response

| Reort requests & outcomes onto
data.hawai.gov

B Assist requesters
B Calculate fees & costs

| Kee government open

m Identification
o

m Resolution of requests

mFees & costs 4|q
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1. Identification

2. Resolution of requests
3. Fees & costs
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Example 1 (typical request)
Kimo

AB

%ﬂ

»|_UIPA Request Log . Sheetl - Shest2 - Sheet3

Requester Name or File # and
Employee ID

m These are for the agency’s benefit to
identify the request and who is
responsible to work on it.

m The names/ID will
not be uploaded to Data.hawaii.gov
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It’s All
About Me.

Q. What is a ‘“‘personal record?’

A. A “personal record” is a
government record that
contains information ‘“‘about” the
individual who is requesting the record.

This includes an individual’s
educational, financial, or medical
records, or items that reference the
individual by name or otherwise.

Not every request for
personal records would be
considered a personal record
request under UIPA, Part III.

For example, it is not a personal records request
if the requester seeks records “about” him or her,
but the records are not readily accessible because
it would require the agency to search through
various files not solely dedicated to the requester.
Also, a request for an unrelated person’s

personal records is not a personal records request.
.q,
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m Date of agency’s receip
of request

m Date agency’s notice to requeste
was sent

m Was notice or acknowledgment sent
within 10 work days?
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Complex Requests
(voluminous records or
extenuating circumstances):

Is it a complex request?

> \Q
m Date agency’s acknowledgment 3

was sent

m Dates of agency’s incremental
responses

enployee onte | weekdas |Reauest Ry

Requester Nome or File #
. [}

complete |
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1. Identification %

2. Resolution of requests

3. Fees & costs
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Request Resolution

m Date completed?

m # of weekdays to complete is automatically
calculated, based on date the request was received
and date of completion.
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Request Resolution

An agency may check off more than one box
in this section ... see Example 4.

Request granted in full?
Denied in full?

Denied in part?

Request withdrawn?

Unable to respond?

Requester abandoned or failed to pay fees & costs?
Lawsuit filed?
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1. Identification

Fees & Costs

Automatic Calculations based on agency’s
input of hours, costs, & fee waivers

m Search, review, segregation fees (SRS)
-- Fee waivers

m Copy/delivery costs
m Total fees and costs
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Search, Review, Segregation Fees (SR

m What are SRS fees?
These are fees that the agency may charge for time spent searching
for, reviewing, and segregating government records in response to a
request:

$2.50 per fifteen minutes or fraction
thereof for searching for the record; and

$5.00 per fifteen minutes or fraction

thereof for reviewing and segregating
the record.

This concludes the first par
of this two-part training.

Part two will cover
more about fees & co

10
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Search, Review, Segregation Fees (SRS)

m Are these fees in OIP’s administrative rules?

Yes, at §2-71-31 of “Agency Procedures
and Fees for Processing Government
Records Requests.”

See the rules on OIP’s website.
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Search, Review, Segregation Fees (SRS)

= What are fee waivers?

The agency must waive the first $30 in fees
for search, review, and segregation ...

OR the first $60 in SRS fees where the agency
finds that the requester has met the requirements
under OIP’s administrative rules for a

public interest waiver.

)

Search, Review, Segregation Fees (SRS

m How are fee waivers recorded on the log?

Enter the waiver as a negative number
(““~30.00” or “-60.00”).

For a personal records request, do not enter the
$30 or $60 fee waiver because SRS fees may
not be charged in the first place. 2

13



11/14/2012

N LR UIPA Record Request Log 101112, p e - Microsof &
)
Y Wome mset  ogelmout  Fomuas  Data  Rewew | view | Addins ©
] A pagesrakprenen | (] e Fomuingar | ( D) || Brewneon @ |0 D O |
‘—I J 1] Custom Views V| Gridiines ¥ Headings & ol A\‘ SAmange Al THide | J-l. B
Nomai rage Zoom 100% Zoomto . Swich | Macros
ayout 3 Full screen L Selection || Bl Freeze Panes ~ (] uni 23 | workspace windows= [ <
Workbook Views showmide Zo0m window Macros
T m v v % 2 fm
SEARCH, REVIEW, SEGREGAT
(No'SRS fees chargeable for personal records re P ,bi NP track of time)
2 5 T v v W x v z ) ac o
Request | UIPA Actual i
! ; ; al | Actual Minus | Minus
Abandoned | tawsuit [ Actual | Review/ | 4| AUCEH | roraL - TOTAL Net
or Requester| search | segre- | 6 ; SRS Fees o oo Jree RS Fees
Failedto | against | Hours | gation | "eve R:‘;:w Incurred v | || Records CHARGEABLE
- [V Reesncv X Hous Hours Chargeable
Enter a5  negative
number. For a
25-15 minutes; 50 =30 min,] Automaticall personal records | automti . Negatvenumber
— 75245 min; 101 hour alculated Sstimate | o quest, donot enter]  doesHOT mean thata refundis e
ERESEs $300r S50 fee
. walver
025 025 s250 53000 s000 527.50]
s
oso| oz 075 s1000 51000) s000
.
x 07| 300 375 $67.50 53000 s000 53750
:
x 9s00| 2050 1s50| 13100 s136000 | s500000 -s6000
[ < » o] UIPA Request Log ~Sheeti Shest2 _Sheet3 2 I
T P T eSO O T2 ey e T ESeer
Y ome  mmsen  ogelwost  Fomuss  Dsta  Reviw | view | Addins ol
] Peoe sk e [ s e Q L'\J Hnewwindow Dspit | 11| =) P
= 13l Custom Views viGne:  vvmang: | N8 SR Sagea T ae ?:“ &
omal age oom 1005 Zoomto . witer | Macros
out G Full Sreen Message 5 Setection | Freeze panes - (] Un Workspace Windows~ | -
Workbaok Views showpide Zo0m window Macros
u v % v z s e e
SEARCH, REVIEW, SEGREGATION FEES (SRS)
time)
2 s 0 u V) w x & z an P ac T an.
request | oA ol TOTAL b 58305 e st enraly e vy
o : 3 | ctual | Actual WMinus
Abandoned | tawsuit [ Actual | Review/ | 4| AUEEH | roraL -
or Requester| search | segre- | 6 ; SRS Fees 2
Falledto | Agalnst | Hours | gation |REView| lesd Incurred s e
e || s B | Hours | Review Walver | (e Goe ot e i ot o
2 v s i et G o ot etr e
a5 8 ] i )0t the £60 publc iterest feo vatwer i
sranted G xampl 1)
number.
25- 15 minutes; 50 =30 min,] Automatically e | el o sty s
imate st 0t v oo cpety e e
willnot be ZE Ao e e loisted FCauest 00 1ol il he nambe o 3010
$30 07 S e granied th agen i s spredio
" waluf st
025 025 s250 53000 B2
s
oso| oz 075 51000 51000 s000
.
x 07| 300 375 s6750 s000 $37.50)
x 9s00| 2050 1s50| 13200 ss3s000 | ssoo000 -s6000 s000 51,3000
i€ < » 11| UIPA Request Log “Sheetl - Shest2 ,~ Sheet3 ,~¥J w
N LEESE UPA Record Request Log 827, Y - Microsot Exce
)
Y Wome mset  pogelmout  Fomuas  Dota  Rewew | view ©
] 4 pavesrakprenen | (5 9 Fomugar | ¢ D) || Brewneon @ |0 D O |
‘—I J 13| Custom Views V| Gridiines ¥ Headings & ol A\‘ SAmange Al THide | ——n. B
[Nomai rage Zoom 100% Zoomto . Swicn | Macros
ayout 3 Full screen L Selection || I Freeze Panes ~ (] uni 23 | workspace windows~ [ <
Workbook Views showpide zo0m window Macros
a3 - %]
v z I " ac o e A
ARCH, REVIEW, SEGREGATION FEES (SRS) COPY/DELIVERY COSTS
‘geable for personal records requests, but keep track of time) (Exclude SRS Fees)
: v z m 5 = i = 5 pe
——¢¢[Column A8, Minus $60 Fee Waiver: The agency must grant the S60
Additional public interest fee waiver for a government record request when (1) o
¥ . the request for such waiver is supported by 2 statement of facts,
TOTAL Response | Minus | IMINUS | |, ,4ng the requeste’s denty, and (2) the agency fids tha the | Copy/Delivery
Fees $30 $60 |waiver would be in the public interest. §2-71-32 (a) HAR. A $60
SRS Fees ] ree res Floublic interest fee viaiver i in the public nterest when (1) the Costs
Incurred 5 2 requested record pertains to an agency’s operation or actiiies (but | CHARGEABLE
But Not | Waiver | Waiver | |the record's relative importance to the publicis not applicable in
Chargeable applying the waiver); (2) the record is not readily available in the to Requester
J blic domain; and (3) the requester hes the primary intention and
actual abilty to videly disseminate information from the government
| |record to the general public at arge. § 2-71-32 (b) HAR. Enter as
Enter as a negative | [ negative number *-60 in ths bos f the pubic nterest fee
numbr, Fora | |uaver s grantd by th agency. (See Sampl £) Do not enter
e ersonal records | |the 560 fee waiver i this i a personal record reque EXCLUDE
1 Estimate P Example 2) or if the 530 fee waiver is granted (se= Examp\es 1| redacted copy
culated request,donot | [and3,) i
enter $30 or $60 fee
. |Afthough the waiver i entered as  negative dollar amount so that
pRatiey fees con be properly calculated, the column “otal” highighted in
. |yelows vl calculate the number of $60 fee waivers granted by the

¢5nn
[ < > ¥ uIpA Request Log - Sheetl

connn
Sheet _ Sheets <3

<5000 Q1000 oo |

14



11/14/2012

Search, Review, Segregation Fees (SRS)

= What about personal records?
No SRS fees are chargeable for personal records
requests, but keep track of time.

= What about net SRS fees?
Net SRS fees chargeable will be

automatically calculated (without
personal record amounts or fee waivers).

‘ord Request Log 1011

Microsoft Excel

N LB Ton
2
Wome et Pagelwost Fomuass st Reew | view | Adains e

Ll Page Break previ Fomuagar | © - 2 New Window 3 Split
’—’ PJ 13 Custom views 7] Gridines (9] Headings \ «"J Samange Al = Hide
Nomal| Page

Zoom 1005 Zoomto

Layout (5 FullScreen essage oo || Bl Freeze Panes ~
Workbook Views 2o0m
m v m % z TR i o i i3
SEARCH, REVIEW, SEGREGATION FEES (SRS) COPY/DELIVERY COSTS
(No SRs fe h ble for te time) (Exclude SRS Fees)
:
N v w % v z = [ = * = pra——r
) | e ;
Actual | Reviewy| Actal | Actual | o | Response | minus | Minus e
Legal SRS & Fees $30 $60 Fees for calculated in Column ¥ willbe automatically entered 25 a negative.
Search | Segre- SRS Fees
"®" | Review | Legal Incurred | Fee | Fee Personal
Hours | gation 6 Incurred " 5 rnae st ot A5, For s catoulation v werk h
o Hours | Review ButNot | Waiver | Waiver Records
i s (et v making a v Colamn . A neguive s
Erver a8 negative o aretnd.
.25 =15 minutes; .50 =30 Automaticall et fore
min. =45 min., - PR stimat
ss~gsmns 10-1 || ATERE simte | 7T et
enter $30 or S60 e
025 025 5250 53000 51000 s10
s
0so| o0z 075 51000 51000 5000] 51500 ss
.
ors| 300 275 s6750 537.50] 5000 50,
9500 2050\ 1550 13100 5136000 | $500000 51,30000) 54000 s20
. i
e » vi| UIPA Request Log ~Sheeti “Sheet2 Zsheets 73 [ | m 2
FER = v ~Microsoft &
—~ Home Insert Page Layout Formulas Data. Review View Add-Ins
] A e sk . romanear | @ [ Y ndow = spt - —
i 15 Custom Views 7| Gridines (] Headings \bei G gamngear = ride H 5
ormsl| page Zoom 100% Zoom o ssve ten hiscos
Layout G Full Saeen Setection || Bl Freeze Panes - Workspace Windows~ || =
Workbaok Views showide Zo0m Maros
v z Fre— i I i s
SEARCH, REVIEW, SEGREGATION FEES (SRS) ‘COPY/DELIVERY COSTS
for personal record: ts, but keep track of time) (Exclude SRS Fees)
E X v z aa 8 A AD [ e T ook
TOTAL Additional iz highlighted because the totalnet SRS fees (after waivers
) ) orpersonareon amcet) ok e chupeaty
el e = o - B . ot
e | S | B e s i bl SR e et gt
eview | Legal | S0 | incurred | Fee | Fee | Personal | it A
Hours | Review ButNot | Waiver | Waiver Records |and sasts that an agency may charge, look at Column aH. ~ [t€F
s Hours Chargeable
Eoter 3t negative o st of 55 o ot g chgeay e
- s i o ettt 3o
po=39, Automaticall pe | : ds [ oty
> tomatically ; ersonal records e number -
st clated Stimate | quest door | sosnoTmenetndis e, | ToCeeed coPY | TR oY W iy be e
Eaeedl costs costs than column A

025 5250

s1000| 510

075 51000

,7 s000 « 5500 s

.
375 56730 53000 s000 53730 « 5000 so

.

1550| 13100 5136000 | $500000 56000 51,30000| 54000 s2000| 51315
J
= X

[« > ¥ UTPA Request Log . Sheeti Shesta  Sheat3  ©J I < m B

15



11/14/2012

RS » st Log 10.11.12. ckp edits - Microsoft Ex
— Home It Pagelayost  Fomulas  Data  Review | View | Addins ©f
] A e sk ¥ fomuaser | Q [ Y 3 ew Window (3 spit = =
15 Custom Views 7| Gridlines ¥ Headings \ e (S Amange Al —Hide H 5
Normai rage Zoom 100% Zoomto Swe  Switcn | Maos
Layout 3 Full screen Selection || (I Freeze Panes - Workspace Windows~ |~
Workbaok Views showtide Zoom Macros
v z - A m 3 i
SEARCH, REVIEW, SEGREGATION FEES (SRS) ‘COPY/DELIVERY COSTS
for personal record: ts, but keep time) (Exclude SRS Fees)
. x v : w ] = x o — -
TOTAL Additional iz highlighted because the totalnet SRS fees (after waivers
) ) o posonaitoos imossy b e cubabavy
Actual | Actual | | Response | Minus | Minus TOTALNet gt ook
Legal | SRs& Fees. s0 | se0 Fees for v nteed for SRS imes, Note that a negative DAL
Review| Legal | STSFEES | ied | R z — SRSFEEs | | imic n this cotumn does not mean that the
eview| e ncured | Fee | Fee ersonal
& Incurred " " CHARGEABLE i entitied o 3 refund. Fortouinatiees [
Hours | Review ButNot | Waiver | Waiver | Records e e i cia el [
s Hours chargeable
Enter s a negative o st o S5 e e chamsaby e
e s v regoasi i smanansigo
po239, Automaticall pe | : ds [ oty
2 tomatially ; ersonal records v -
s alulated Btimate | \Couestdonat | souTmemns e e, | Pt oY | SRSy | e be e
enter $30or s60 e wsts | than columna
025 s250 53000 s000 s1000 s1000] st
s
o7 51000 51000 s000) 51500 5500 ss.
.
azs s6750 53000 s000 s3730) 5000 5000 5o
:
1550 15200 5130000 | s300000 58000 sooo| 130000 « 52000 51,15
L] ¢-
[ > o uipA Request Log /ShestiShests Shests 03 T ——

Copy/Delivery Costs .%)

m Gross copy/delivery costs that agency
actually incurred, but may not have
totally recovered

-- Include copies made for redaction

m Net copy/delivery costs properly
chargeable to requester
-- Exclude copies made for redactio
-- Include copies made of electronic record
if requester wants them faxed, mailed, or
provided in a physical form
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Total Fees & Costs

(this last section shows the “bottom line”
for agency fees & costs)

Agency to input:

m Total fees & costs actually paid by requester

Log automatically calculates (for statistical purposes):

m Total net fees & costs chargeable

m Total gross fees & costs incurred
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UIPA Log Instructions,
Frequently Asked Questions,

m see OIP’s website hawaii.gov/oip

m click on Laws/Rules/Opinions,
then the UIPA page:

http://hawaii.gov/oip/uipa 1
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s I Rules S
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enline / Alohat Ny

Actaics Welcome to the website of the Office of

G Informatian Practices (IP), which promotes b
Span and Gansparent goremIentin Hawa. i

ated Links -
OIp scninisters two open govermment laws:

ms{s;%‘i“ (1) the Uniform Information Practices Act (UIPA), Ensur’”g open

jlem HRS Chapter 92F, which requires open access to 7l

i T e government while
(2) the Sunshine Law, part I of HRS Chapter 92, . .
which requires open public meetings. pratectmgygur privacy

Both aws are intended to open up government:
procasses to public serutiny and participation by
requiring government business to be conducted
as transparently as possible, while balancing

personal privacy rights guaranteed under the
Fiawai | State Conatitution.

Through a free and informal process, OIP.
provides uniform interpretation, advice, and
training on these laws to nearly all state and

county agances and Boards and to the genaral No. 1 Capitol Distrit uilding
public. OIP renders advice and assistance on 250 South Hotel Street, Suite 107
questions concerning the public’s right to access Honolula, Hawai 196813

t0 gavernment: records or mestings, without

having to hire attameys or go to court. Tel: 808-586-1400

Fax: B08-586-1412

To explain the open goverrment law: B S e

B T e e cuides
e ugh O
attomey of the day service, members

Bublcof goverment agenties can call (805)
586-1400 to receive, usually within 24 hours,

general advics o their open government

" State of Howal - Offce o In

= € © hawai.gov/oip/Lipa.ntm!

Qawaiiuuv

Laws / Rules / e
G Laws / Rules / Opinions k

Forms Uniform Information Practices Act (UIPA)

Openline / The Uniform Information Practices Act (Modified), chapter 92F, Hawail Revised Statutes ("UIPA"), is
Guidance Hawail's public records law. The Office of Information Practices ("OIP") was created by the Legislature in
Reports 1988 to administer the UIPA,

Related Links UIPA Training Video:

The state Office of Information Practices is pleased to provide you with a new training video to provide

bk wnat's New in-depth training on the Uniform Information Practices Act. The video is a PowerPoint presentation with
a voice-over and comes In two parts, which wil take a total of approximately 1-Vs hours to complete.

OIP Home

GIP s using technology to efficientiy leverage its limited resources. These on-line videos (including a new
training video on the Sunshine Law) provide the same content that OIP formerly presented in person,
and they are now more readily available 24/7 to all government agencies as well as members of the
public. By asking agendies to first view these videos for basic training on the open government laws,
OIP can more effectively follow-up with specialized in-person training to answer questions and focus on
agencies’ specific areas of concern.

Basic UIPA tralning video, part 1 (streaming)

Basic UIPA tralning video, part 2 (streaming)

once a video begins playing, you can download and save it to RealPlayer by mousing over
the video and then dlicking in the upper right on "Download This Video." (If you need to
download the free RealPlayer to your computer, go to www.real.com/realplayer.)

<
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m Call OIP 586-1400

m E-mail: oi@hawaii.ov

m OIP website:
www.hawaii.gov/oip

18



